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JOB DESCRIPTION

	Post Title: Temporary Accommodation Broker Co-Ordinator
	

	Grade and Salary Scale: F SCP 9 – 11 
	

	Directorate and Service: Adult Social Care and Health, Access and Safeguarding 
	

	Responsible to: Housing Solutions Team Manager 
	


Purpose of the Post:
Middlesbrough Council has a dedicated team of homelessness, housing and domestic abuse professionals that can offer in-house multi-disciplinary support to people with a rang of support to people with a range of support needs. It is recognised that many service users will have a complex mix of issues and are likely to need help in a number of supported areas. Working with a multi-disciplinary approach this team aims to react quickly to those needs, developing risk assessments and support plans to address those needs appropriately. 
The Temporary Accommodation Broker Co-Ordinator will have responsibility for managing requests for interim/temporary accommodation (TA) on behalf of the Housing Solutions team. This will include being responsible for the brokerage function which includes: 
· Negotiating and arranging appropriate placements. 

· Establishing effective working relationship with commissioned providers. 

· Tracking and monitoring placements, ensuring that we make the best use of available housing stock. 

· Processing payments for temporary accommodation, ensuring accurate recording within the CDP system. 

· Ensuring claims for housing benefit are submitted. 

Duties and Responsibilities:
1. To be responsible for the assimilation and distribution of information relevant to the brokerage function, to internal and external providers. This will include contacting providers to arrange interim/temporary accommodation, working with partners and making arrangements for the commencement of the placement including transport arrangements. 

2. To support the effective delivery of interim/temporary accommodation services, liaising with providers to understand vacancies and service pressures. 

3. To liaise on a day-to-day basis with colleagues throughout the Council and providers and establish effective working relationships, both with internal and external partners. 
4. Accurately record all interactions and information received, ensuring a thorough and reliable record of events and placements on relevant case recording systems, being trauma informed in language and approach. All recording should be in line with Council policies and procedures, relevant legislation and government reporting requirements. 

5. To monitor capacity and to ensure we are achieving best value in terms of the cost of placements. This may involve moving clients to more appropriate settings. 

6. To ensure housing benefit claims are submitted for each interim/temporary accommodation episode. 

7. To assist in monitoring the quality of the services provided and identifying any service improvements.

8. Managing the onboarding of new providers and properties, ensuring compliance and ongoing review of documentation.  
9. Acting as the first point of contact for providers and dealing with queries and problems that arise in a timely manner.

10. To liaise with finance in respect to services commissioned. 
Corporate Responsibilities:

· We will make every reasonable effort to supply the necessary employment aids, equipment or adaptations to enable employees to perform the full duties of the job in accordance with the Equality Act 2010 where a post holder is disabled.

· You will 
· Demonstrate a commitment to the principles of equality of opportunity and fairness of treatment in relation to employment issues and service delivery.

· Respect all confidentialities and principles and practices of the Data Protection Act.

· Comply with Health and Safety policies and legislation.

· Be committed to continuous personal development, including Middlesbrough learns.

· Demonstrate a commitment to the safeguarding of children and vulnerable adults, highlighting any areas of concern with the appropriate service and adhering to the policies of the Council relating to these issues.

· The above duties and responsibilities cannot totally encompass or define all tasks which may be required.  The outlined duties and responsibilities may, therefore, vary from time to time without materially changing either the character or level of responsibility: these factors are reflected in the post.

PERSON SPECIFICATION

For the purposes of recruitment and selection, you will be assessed against Our Values and the criterion marked as Essential/Desirable in the Qualifications and Knowledge & Experience section.
Our Values

Our Values are a critical element of our strategy to create a brighter future for Middlesbrough. They will be at the heart of everything we do and will be the foundation for how we operate, behave and make decisions.  Having these values will help you be the best you can be and help Middlesbrough to grow and thrive.  
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PERSON SPECIFICATION 

	MIDDLESBROUGH VALUES
	Essential

X
	Desirable

X

	1. Being passionate about working for Middlesbrough Council with a commitment to meeting our values 
	X
	

	QUALIFICATIONS
	
	

	2. Good standard of education to GCSE (A-C English and Maths) or equivalent relevant qualification.
	X
	

	3. Qualification in relation to area of business. 


	
	X

	KNOWLEDGE & EXPERIENCE
	
	

	4. Experience of working in a customer service or administrative environment. 
	X
	

	5. Effective use of ICT packages such as outlook, excel, word, client recording systems to process information.
	X
	

	6. Experience of recording information about people on a caseload management system and handling sensitive information.
	X
	

	7. Ability to demonstrate a range of communication skills, including written and verbal communication, demonstrating an ability to de-escalate situations involving conflict and service users in distress.
	X
	

	8. Proven time management and organisational skills and the ability to be responsive changing service demands.
	X
	

	9. Ability to work constructively as part of a team and to establish effective working relationships with partners.
	X
	

	10. Knowledge of safeguarding adult and children’s procedures. 


	
	X
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